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Chapter 1 - Background 
 
In March 2005, DC Stat conducted an analysis of the Department of Consumer and 
Regulatory Affairs (DCRA) and identified areas requiring improvement. Using this 
information, DCRA developed a “functional alignment” operations concept for DCRA. 
This concept focuses on the agency’s core business functions: Inspections, Customer 
Service and Education, and Operational and Support functions. 
 
In keeping with this operational concept, the Permit Operations Division (POD) has 
undertaken the task to create and maintain accurate, reliable, and consistent work 
processes and standard operating procedures that follow a clear, precise methodology, 
focusing on and ensuring superior service to the internal and external customers of 
DCRA. 
 
The Standard Operating Procedures presented herein describe the revised and 
accepted standardized processes for the issuance of building construction permits and 
zoning permits by the POD. These Standard Operating Procedures should be 
considered a “living document” and any updates should be made as they become 
available and approved accordingly under the following revision scheme. 
 
Standard Revision Numbering Identifier 
Original Standard Revision 001 SOP-2007-001 
Current Standard Revision 001 SOP-2013-001 
Future Revisions Revision ‘nnn’ sequentially 

numbered beginning with 
revision 002 

SOP-YYYY-Revision 
Number 

 
This current revision was performed under the leadership of the Permit Center Manager 
and the Deputy Division Chief for Permit Operations.  
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Chapter 2 - Overview 
 
In accordance with the mission of DCRA, the POD is responsible for the issuance of all 
permits regulating new construction or modification to existing structures on all non-
federal property in the District of Columbia. 
 
The mission statement of the agency is: 
 
DCRA protects the health, safety, economic interests, and quality of life of residents, 
businesses, and visitors in the District of Columbia by issuing licenses and permits, 
conducting inspections, enforcing building, housing, and safety codes, regulating land 
use and development, and providing consumer education and advocacy services. 
 
The mission of the Permit Operations Division is: 
 
To serve the residents, businesses and visitors of the District by providing world class 
zoning administration, construction code regulation, permit issuance and related land 
records services that protect the public health and safety as well as enhance private 
property values. 
 
Each year, the Permit Operations Division issues a large number of permits. These 
include Construction Permits, Certificates of Occupancy, Supplemental Permits, Home 
Occupancy Permits, Raze Permits, among others. These Standard Operating 
Procedures apply to Building Permits, Supplemental, and Home Occupation Permits as 
well as Certificates of Occupancy and Use. 
 
The duties and responsibilities of this division encompass the following activities: 
 

• Providing excellent customer service 
• Providing Public Information and Direction 
• Interpreting and Ensuring Compliance with Applicable Codes and Regulations 
• Offering Technical Assistance 
• Validating Use of Property 
• Maintaining Land Records 
• Maintaining Building Records 
• Issuing Construction and Supplemental Permits 
• Issuing Zoning Permits 

 
The actions necessary to issue permits are centered on a common process flow that 
incorporates the following functions: 
 

• Information 
• Intake 
• Plan Review 
• Issuance 

 

 
 



Below is a flow chart depicting the individual steps of the permitting process: 

  

Applicant prepares 
application 

Info. desk 
determines 

if application is 
complete and imports 

job from OCPI to 
Accela 

No 

Info. desk reviews 
address and 

property holds. All 
Stop Work Orders 

(SWO) or fines 
must be resolved 
before proceeding 

Sent to Inspections to resolve SWO  
After addressed,  customer will 

return to Info. desk 

Receive Q-Matic  
number 

DDOE 

DC Water 

CofO/HOP 
Intake 

Plans Review Coordinator 
(PRC) determines if 

application is complete and 
accurate 

Yes 

No 

Yes 

Applicant advised to make  
revisions.  After addressed,  
customer returns to Info. desk 

PRC determines Development 
restrictions, complexity of job,  

and disciplines required for 
review and provides customer 
with a filing fee. 

If job is non-complex, 
customer is given a 

cover sheet and allowed 
to begin review process 

in the Permit Center 

Applicant pays  
filing fee. 

Application reviewed  
by required disciplines 

Approved?  

No 

Yes 

HFC comments entered into Accela 
Applicant makes corrections,  

returns to Info desk (non-complex) or File Room 
(complex) 

Applicant is notified when 
application is approved and 

ready for Issuance 

Non-complex jobs proceed  
to Issuance.   

Complex jobs are picked up  
From the File Room  

and then to Issuance. 

Applicant pays remaining permit fee  Permit Issued  

Note:  Complex  
Jobs sent to  

Plans File Room. 

Information 

Intake 

Plan Review 

Issuance 
Approved jobs are 

forwarded  
to OTR and Records 

Management 

Outside board or 
sister agency 

approval required. 
(i.e. BZA,  
Hist, CFA) 

Yes 

No 

Customer obtains 
outside board/sister 
agency approval. 

DDOT 

CONSTRUCTION PERMIT APPLICATION PROCESS 

Does not include:  CofO, Home Occupation, Subdivision, Special Event, Supplemental, Raze, or Concept Review applications. 

 
 



  

C
H

A
P

T
E

R
 3

 
   

L
O

G
I

S
T

I
C

S
 

 
 



 
  

 
 



Chapter 3 - Logistics 
 
Location and Hours of Operation 
 
The Permit Center is located on the second floor of DCRA’s building located at 1100 4th 
St SW, Washington DC 20024. The Permit Center opens for business at 8:30 AM on 
Monday, Tuesday, Wednesday, and Friday. The Permit Center opens at 9:30 AM on 
Thursday in order to accommodate departmental meetings and trainings. The Permit 
Center stops accepting new customers at 3:30 PM and closes daily at 4:30 PM. 
 

 
Figure 3.1 

 
Opening the Permit Center 
 
The Permit Center opens daily at 8:30 AM on Monday, Tuesday, Wednesday, and 
Friday and at 9:30 AM on Thursday to accommodate interdepartmental meetings and 
training. Follow the below steps in order to properly facilitate the opening of the Permit 
Center. 
 

• Turn on the Q-Matic display server and login to the associated account 
• Turn on all four of the Q-Matic display televisions located throughout the Permit 

Center 

 
 



• Ensure that all paper applications are fully stocked on the two carousels located 
at the front of the Permit Center 

• Ensure that the network printer and Xerox machines are stocked with a sufficient 
amount of paper 

• Ensure that all of the Issuance Stations are stocked with permit paper, plain 
paper and printer toner 

• At 8:30 AM, ensure that all stations are staffed. If a station is not staffed, contact 
a supervisor 

 
 
Permit Center Configuration 
 
The Permit Center is configured in a rectangular shape, with open air stations where 
each review discipline sits. As customers enter the second floor, they will encounter the 
Information Desk which is located at the front of the Permit Center. On either side of the 
Information Desk, are rows of stations where the Plans Review Coordinators and review 
disciplines are located. The Issuance desks are located at the rear of the Permit Center, 
and there is an annex beyond the Issuance stations where the Department of the 
Environment and the Fire Marshal are located. Please see Figure 1.1 for diagram of 
Permit Center. 
 
  

 
 



                          

  
Figure 1.1 - Diagram of Permit Center 
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Customer Routing 
 
Each individual station is identified with a unique number that allows customers to be 
orderly routed to the appropriate station via the Q-Matic system. Customers will receive 
a Q-Matic ticket number based on what they are attempting to accomplish. There are 
three types of Q-Matic numbers. 
 
A – This is the general number type assigned to customers that need to see one or 
more of the DCRA review disciplines, Department of Environment, Historic 
Preservation, or the Fire Marshal. 
 
E – This number type is for customers that are proceeding directly to DDOT 
 
I – This number type is for customers that are proceeding directly to Issuance 
 
There are four monitors positioned throughout the Permit Center, which allow 
customers to track the location of their Q-Matic number for each respective station in 
real time. In addition, LED boards indicate Q-Matic numbers that are currently being 
called for service, and customers will receive an audible prompt. 
 

 
 
Q-Matic Display Monitor 
 

 
 



Permit Center Closure Policy 
 
In order to ensure that DCRA is offering a high level of customer service and to prevent 
customers receiving tickets and not being assisted due to the 4:30PM closing time, the 
Permit Center does not issue tickets for new customers after 3:30PM. Please note the 
following policy on Permit Center closure: 
 

1) New tickets will be given out to customers requesting to see the Permit Review 
Coordinators or any of the DCRA Review Disciplines until 3:30 PM. This allows 
time for customers that are already in the queue to be processed. No new tickets 
for review disciplines or Permit Review Coordinators will be given out after 3:30 
PM. 

 
2) New tickets will be given out to customers requesting to see Issuance until 4:00 

PM. This allows customers who already have approved applications to secure 
invoices from Issuance and pay the cashier, if needed, before the cashier closes 
at 4:30 PM. No new tickets for Issuance will be given out after 4:00 PM. 

 
3) Customers with tickets in the queue prior to the established 3:30 PM cutoff time 

for PRC and Review Disciplines may be freely transferred between disciplines 
until the Permit Center’s closing time of 4:30 PM. There are no restrictions on 
transferring numbers between disciplines between 3:30 PM and 4:30 PM.  

 
4) The Permit Center will close at 4:30 PM. All customers that are still waiting to be 

seen at this time will be informed that the Permit Center is closing and that they 
will need to return at a later date in order to complete their business. 
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Chapter 4 - Roles and Responsibilities 
 
4.1 - Permit Center Manager 
 
The Permit Center Manager leads and manages the daily activities of the Permit Center 
and has the following responsibilities: 
 

• Providing leadership and expertise in the planning, direction, and implementation 
of the Permit Center programs and functions. 

• Ensuring that Permit Center operations are efficient, effective, and in compliance 
with governing laws, regulations, policies, and standards. 

• Resolving conflicts when and where they may surface 
• Developing protocols, procedures, and guidelines for the creation and 

maintenance of records 
• Assuring all personnel within the Permit Center have the tools they need to 

perform their duties 
• Monitors and controls the overall quality of process inputs and outputs, and 

ensuring a high quality of work product 
• Reporting performance measures to upper management 

 
 
4.2 - Program Analyst 
 
The Permit Center Program Analyst provides support to the Permit Center Manager and 
assists with the management of the daily activities of the Permit Center and has the 
following responsibilities: 
 

• Serving as the Acting Permit Center Manager in the absence of the Permit 
Center Manager 

• Providing administrative support to the Permit Center Manager 
• Working with Permit Center Manager to facilitate smooth operation of the Permit 

Center 
 
 
4.3 - Plans Review Coordinator 
 
The Plans Review Coordinator performs the intake function for submitted construction 
permits and has the following responsibilities: 
 

• Providing excellent customer service 
• Aiding customers in determining application requirements 
• Reviews construction permit submission materials (i.e. architectural drawings, 

site plans, riser diagrams, Surveyor’s plats, etc.) to determine compliance with 
the agency’s established submission protocols and compliance with the Building 
Code. 

 
 



• Reviews Certificate of Occupancy and Home Occupation Permit applications to 
determine compliance with the agency’s established submission protocols. 

• Identifies the applicable technical review disciplines for each construction permit 
application and determines if sister agency reviews are required.  

• Performs data entry with regard to preparing newly submitted Zoning and 
construction permit applications for review. 

• Coordinates the review and approval of certain specialty permits and participates 
in the assignment of new addresses. 

 
4.4 - Contact Representative – Information Desk 
 
The Contact Representative assigned to the Information Desk works within the Permit 
Center and has the following responsibilities: 
 

• Providing excellent customer service 
• Aiding customers in determining application requirements 
• Inputting application information for Electrical Permits 
• Reviewing application forms for accuracy and completeness 
• Conducting computer-aided research for address verification, outstanding 

property holds, Stop Work Orders, and outstanding fines and fees 
• Providing feedback to customers regarding customers regarding computer-aided 

research results 
• Identifying and validating existing uses of property 
• Monitoring the progress of applicants in the Permit Center 

 
 
4.5 - Contact Representative – Issuance 
 
The Contact Representative assigned to the Issuance area works within the Permit 
Center and has the following responsibilities: 
 

• Providing excellent customer service 
• Inputting application information for Mechanical and Plumbing Permits and 

Certificates of Use 
• Ensuring that all required sign-offs have been obtained before permit issuance 
• Ensuring that all required fields are populated before permit issuance 
• Preparing accurate payment invoices and ensuring that full payment has been 

made 
• Providing customer with appropriate number of documents, including stamped 

and signed plans 
• Preparing and routing approved permit applications and plan sets for Office of 

Tax and Revenue and Records Management 
 

 
 



 
4.6 - Review Engineer – Homeowner’s Center 
 
The Review Engineer assigned to the Homeowner’s Center works within the Permit 
Center and has the following responsibilities: 
 

• Providing expedited service to homeowners seeking permits with an acceptable 
scope of work for processing through the Homeowner’s Center 

• Working with other disciplines to secure approval for Homeowner’s Center jobs 
• Assisting the Issuance staff with issuance of building permits on an as needed 

basis 
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Chapter 5 – Systems 
 
5.1 - Accela 
 
Accela is the system that DCRA uses to track and approve permit applications. Accela 
allows the agency to manage permit workflows online as well as manage fee payments. 
Accela is the main activity hub of the agency. For the purposes of the Permit Center, 
Accela is used to process and issue all DCRA permit types. 
 
5.2 - FileNet 
 
FileNet is a content management system that serves as a repository for all approved 
Supplemental permits and Certificates of Occupancy. FileNet houses approved 
applications that predate Accela, and recent applications are still scanned into FileNet.  
 
 
5.3 - Online Construction Permit Intake (OCPI) 
 
Online Construction Permit Application Intake, or OCPI, is the system that allows 
customers to submit building permit applications online. OCPI assigns a tracking 
number (or file job number) once a building permit application has been completed. 
 
 
5.4 - Property Intake Verification System (PIVS) 
 
Property Intake Verification System, or PIVS, is an online system that can be used in a 
variety of ways – determining the zone and lot and square of a property, determining if a 
property has a Stop Work Order or other compliance cases, and determining the owner 
of a property. PIVS draws information from a variety of data sources such as Office of 
Tax and Revenue, Accela, and FileNet.  
 
 
5.5 - ProjectDox 
 
ProjectDox is an online system used for submitting the building permit application and 
plans electronically. The ProjectDox system will eliminate the need for an applicant to 
submit multiple paper copies of project plans in conjunction with the building permit 
application. ProjectDox also allows for simultaneous review by all disciplines, which 
reduces the amount of time for project approval. This process is completely electronic 
and does not generate any paper. 
 
 
5.6 - Q-Matic 
 
Q-Matic is a customer flow and queue management system used to coordinate 
customer transfers in the Permit Center. Customers are given ticket numbers at the 
Information Desk and can be transferred between each station. There are several 

 
 



televisions positioned around the Permit Center, which allows customers to see their 
status in a particular queue. 
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Chapter 6 - Detailed Construction Permit Workflow 
 
The process by which the Permit Operations Division issues a building construction 
permit is designed within a structured set of work flows comprised of four major process 
areas:  
 

• Information 
• Intake 
• Plan Review 
• Issuance 

 
Each step in this process is designed to create consistent outcomes. By following this 
structured methodology each step within the process leads to specific outcomes and 
ensures a reliable and consistent overall result. The following graphical representation 
provides the overall solution set for this process. 

 
The following sections discuss the methodology and functionality of the Permit 
Operations Division in greater detail. 

Applicant prepares 
application 

Info. desk 
determines 

if application is 
complete and imports 

job from OCPI to 
Accela 

No 

Info. desk reviews 
address and 

property holds. All 
Stop Work Orders 

(SWO) or fines 
must be resolved 
before proceeding 

Sent to Inspections to resolve SWO  
After addressed, customer will 

return to Info. desk 

Receive Q-Matic  
number 

DDOE 

DC Water 

CofO/HOP 
Intake 

Plans Review Coordinator 
(PRC) determines if 

application is complete and 
accurate 

Yes 

No 

Yes 

Applicant advised to make  
revisions.  After addressed,  
customer returns to Info. desk 

PRC determines Development 
restrictions, complexity of job,  

and disciplines required for 
review and provides customer 
with a filing fee. 

If job is non-complex, 
customer is given a 

cover sheet and allowed 
to begin review process 

in the Permit Center 

Applicant pays  
filing fee. 

Application reviewed  
by required disciplines 

Approved?  

No 

Yes 

HFC comments entered into Accela 
Applicant makes corrections,  

returns to Info desk (non-complex) or File Room 
(complex) 

Applicant is notified when 
application is approved and 

ready for Issuance 

Non-complex jobs proceed  
to Issuance.   

Complex jobs are picked up  
From the File Room  

and then to Issuance. 

Applicant pays remaining permit fee  Permit Issued  

Note:  Complex  
Jobs sent to  

Plans File Room. 

Information 

Intake 

Plan Review 

Issuance 
Approved jobs are 

forwarded  
to OTR and Records 

Management 

Outside board or 
sister agency 

approval required. 
(i.e. BZA,  
Hist, CFA) 

Yes 

No 

Customer obtains 
outside board/sister 
agency approval. 

DDOT 

CONSTRUCTION PERMIT APPLICATION PROCESS 

Does not include:  CofO, Home Occupation, Subdivision, Special Event, Supplemental, Raze, or Concept Review applications. 
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6.1 - Information 
 

 
 
 

6.1.1 - Roles and Responsibilities 
 
Position Role Responsibility 
Permit Center Manager Oversight of operation of 

Permit Center 
Ensures customer service 
needs are addressed, 
departmental protocols are 
followed, and permit  
records are maintained 

Contact Representative – 
Information Desk 

Oversight of flow of 
customers into the Permit 
Center 

Ensures customer 
satisfaction, reviews 
application for 
completeness, and 
provides general direction.  
Monitors the flow of 
customers in the Permit 
Center and approaches 
customers with difficulties 
to address issues and 
concerns 

 
 

6.1.2 - Process 
 
The Information process is comprised of eight process steps that ensure the applicant is 
in the proper Center, that all fines or outstanding holds are satisfied and that the Permit 
forms are in order. 
 
These steps are described as follows: 
 

1. Applicant prepares application and presents to the Permit Center Information 
Desk.  Applicant can use DCRA’s online application form and electronically 
submit the data or can handwrite a copy of the application.  Applicant must 
secure required signatures on application form(s). 

 
 



 
2. Contact Representative determines what type of work the applicant wants to 

accomplish in general and whether all the application forms are in order. 
 

3. Contact Representative electronically verifies the property address and 
researches any property holds, Stop Work Orders or fines outstanding. 

 
4. If any property holds, Stop Work Orders or fines outstanding, directs the 

applicant to the Inspection and Compliance Division to satisfy these before 
proceeding. 

 
5. If property address or lot and square cannot be validated, Contact 

Representative contacts a supervisor to work with Applicant. 
 

6. Contact Representative reviews the application form for completeness 
including required signatures.  Contact Representative provides guidance on 
how to complete paperwork.   

 
7. If the application has no items outstanding, a Q-Matic number is assigned. 

 
8. Applicant might be directed to the Homeowners’ Center, Office of the 

Surveyor, Records Center, Intake or Issuance. 
 

6.1.3 - Verification Procedures 
 
Verification within the Information process centers on the accuracy and completeness of 
all inputs from the applicant and the general direction of the application and includes: 
 

• Verification of completeness of application forms 
• Verification of property address and ownership 
• Verification of any outstanding property holds, Stop Work Orders or fines 
• Verification of the type of permit application that is required 

 

6.1.4 - Validation Procedures 
 
Validation within the Information process centers on the correct property address, the 
existence of any outstanding property holds, Stop Work Orders and/or fines and the 
correct direction for the application. 
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6.2 - Intake 
 

 
 
 

6.2.1 - Roles and Responsibilities 
 
Position Role Responsibility 
Permit Center Manager Oversight of operation of 

Permit Center 
Ensures customer service 
needs are addressed, 
departmental protocols are 
followed, and building 
records maintained 

Plans Review Coordinator Oversight of application 
path, accuracy and 
completeness 

Ensures customer 
satisfaction, application 
completeness and 
determines reviews 
required 

 

6.2.2 - Process 
 
The Intake process is comprised of nine (9) process steps that ensure the application is 
in order, is correct and complete and where the application needs to be reviewed. 
 
These steps are described as follows: 
 

1. Plans Review Coordinator reviews the application form and submittals for 
completeness, accuracy, and required number of copies. 

 
2. Plans Review Coordinator reviews any needed revisions with the applicant. 

 
3. If revisions are needed that cannot be completed on-site, the Plans Review 

Coordinator directs the applicant to make the corrections and return in the 
future.  Plans Review Coordinator provides applicant with copy of the PRC 
Checklist identifying the specific items that need to be addressed to have a 
complete application. 

 
4. Plans Review Coordinator determines any development restrictions, the 

complexity of the job and which disciplines must review the application plans. 

 
 



 
5. Applicant pays the initial permit application fee, as appropriate. 

 
6. Plans Review Coordinator enters or downloads application into electronic 

permitting system, assigns disciplines, and provides a tracking number. 
 

7. For Non-complex (Express) Jobs, the Q-Matic system is programmed for 
each discipline required. 

 
8. Complex jobs are taken in by the PRC and brought to the Plans File Room. 

 
9. Non-complex (Express) jobs are directed to continue through the Permit 

Center. 
 

6.2.3 - Verification Procedures 
 
Verification within the Intake process centers on the type of job, the discipline reviews 
necessary, the accuracy and completeness of all inputs from the applicant and the 
specific direction of the application and includes: 
 

• Verification of completeness of the application and submittals 
• Verification of property restrictions 
• Verification of any revisions or corrections required prior to intake 
• Verification of required disciplines and flow of the application 

 

6.2.4 - Validation Procedures 
 
Validation within the Intake process centers on the accuracy and completeness of the 
application form(s) and any required submittals, the reviews required, and the 
complexity of the job. 
 

6.2.5 - Performance Measures 
 
Performance measures within Intake center on the quality of customer care, quality and 
quantity of applications coming in for review, the number and type of jobs, and the 
specific disciplines that must review the plans. Timeliness is recorded for process times 
and results. 
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6.3 - Plan Review 
 
 

 
 

6.3.1 - Roles and Responsibilities 
 
Position Role Responsibility 
Permit Center Manager Oversight of operation of 

Permit Center 
Ensures customer service 
needs are addressed, 
departmental protocols are 
followed, and building 
records maintained 

Technical Plan Review 
Branch Chief, Discipline 
Supervisors and Zoning 
Administrator 

Oversight of review of 
applications for compliance 
with applicable codes and 
regulations 

Ensures staff properly 
trained, code interpretations 
made fairly and 
consistently, and written 
comments provided where 
changes in application are 
needed 

Plan Reviewer Oversight of review of 
individual application(s).  

Ensures approved 
applications comply with 
applicable code and 
regulations. 
Approves or requires 
correction to the permit 
application. 

 

6.3.2 - Process 
 
The Plan Review process is comprised of six process steps that ensure the application 
is in order, is correct and complete and where the application needs to be reviewed. 
 
These steps are described as follows: 
 

1. Historic Preservation Plan Reviewer performs initial review, when historic 
preservation or fine arts review is required.   

 
2. If Historic Preservation Plan Reviewer determines approval by outside Board 

(i.e., Historic Preservation Board, Fine Arts Commission, etc.) is required, will 

 
 



communicate this requirement to the applicant and prepare applicable referral 
letter.  Application will be closed until outside approval is received. 

 
3. Plan Reviewer reviews plans for compliance with applicable codes and 

regulations. 
 

4. Plan Reviewer approves or requires modifications to the proposed 
application. 

 
5. Plan Reviewer inputs written comments into electronic permitting system if 

modifications are required. 
 

6. Plan Reviewer changes status of application in the electronic permitting 
system to reflect determination. 

 

6.3.3 - Verification Procedures 
 
Verification within the Plan Review process centers on the accuracy and correctness of 
the plans as they relate to the type of work being requested and whether there are any 
code restrictions that may cause disapproval and includes: 
 

• Verification of compliance with applicable codes and regulations, and 
professional practices and standards 

• Verification of property restrictions 
• Verification of any required revisions or corrections  
• Verification that all sister agency review requirements were met 

 

6.3.4 - Validation Procedures 
 
Validation within the Plan Review process centers on the compliance or non-compliance 
with applicable codes and regulations, and the numbers and types of jobs that are 
approved or held for corrections. 
 

6.3.5 - Performance Measures 
 
Performance measures within Plan Review center on the quality of customer care, 
number and type of jobs, the specific disciplines that must review the plans and the 
determination by the disciplines. Timeliness is recorded for process times and results. 
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6.4 Issuance 
 
 

 
 

6.4.1 - Roles and Responsibilities 
 
Position Role Responsibility 
Permit Center Manager Oversight of operation of 

Permit Center 
Ensures customer service 
needs are addressed, 
departmental protocols are 
followed, fees are paid, and 
building records maintained 

Contact Representative - 
Issuance 

Oversight of customer 
service, payment of 
applicable fees, issuance of 
permit, and distribution of 
permit materials. 

Ensures exceptional 
customer service is 
provided and that all 
applicable fees are 
collected and recorded. 
Issues permits and 
provides materials to 
applicant.  Forwards copies 
to OTR and Records  
Management . 

 

6.4.2 - Process 
 
The Issuance process is comprised of four process steps that ensure the application is 
in order, is correct and complete and where the application needs to be reviewed. 
 
The steps in this process are described as follows: 
 

1. Contact Representative receives completed approved application and plans 
and reviews electronic permitting system to ensure all required disciplines 
have approved.  If not, returns application to discipline(s) for review and 
approval.   

 
2. Contact Representative prepares invoice and ensures applicant makes 

payment. 
 

Non-complex jobs proceed  
to Issuance.   

Complex jobs are picked up 
at the File Room 

and then customer 
proceeds to Issuance. 

Applicant pays 
remaining permit fee  Permit Issued  Records forwarded to OTR 

and Records Management 

 
 



3. When payment confirmed, Contact Representative issues the approved 
permit and provides applicable number copies of materials to applicant. 

 
4. Contact Representative forwards copies of documents to OTR and the 

Record Center.  Ensures Inspections and Compliance Division is informed of 
permit issuance 

 

6.4.3 - Verification Procedures 
 
Verification within the Issuance process centers on the collection of all applicable fees, 
the recording of payments, and the recording and forwarding of the completed permit 
and materials to OTR and the Record Center and includes: 
 

• Verification of invoices and receipts for fees 
• Verification of filing of documents with OTR and Records Center 
• Verification of required notification to Inspections and Compliance Division  

 

6.4.4 - Validation Procedures 
 
Validation within the Issuance process centers on the number and types of fees being 
collected, records management and notification, and customer service. 
 

6.4.5 - Performance Measures 
 
Performance measures within Issuance center on the quality of customer service, 
issuance of invoices and collection of fees, recording and records management. 
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Chapter 7 - Permit Processing 
 
 
The following sections provide comprehensive step-by-step instruction guides for 
processing the following permit types: 
 

1. After Hours 
 

2. Building Civil (BCIV) 
 

3. Building Permit 
 

4. Certificate of Occupancy 
 

5. Certificate of Use 
 
6. Electrical 
 
7. Elevator 
 
8. Fuel Burning 
 
9. Home Occupation 
 
10. Mechanical 
 
11. Miniature Boiler 
 
12. New Addresses 
 
13. Plumbing 
 
14. Permit Extensions 
 
15. ProjectDox 
 
16. Raze 
 
17. Special Signs 
 
18. Unfired Pressure Vessel 
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7.1 After Hours Permit 
 
Construction is allowed Monday through Saturday from 7 am to 7 pm without any 
special permits exclusive of holidays. Customers must apply for an afterhours permit to 
work beyond these legal construction hours.  
 
An After-Hours Permit cannot be issued without managerial approval if 
 

• The property is within 500 feet of any building with sleeping quarters 
• The property is in a residential zone. 
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7.1.1 - Research 
 

1. From the PropertyQuest homepage (http://propertyquest.dc.gov), input the 
subject property address in the “Search” box. 

 

 
 

2. On the resulting screen, adjust the zoom level so that the scale is 500 ft. 
 

 
 



 
 

3. Examine the zone of the subject property and the zones that fall within a 500 foot 
radius of the subject property. 

 

 
 

4. If the subject zone of the property is a Residential zone (R-1, R-2, R-3, R-4, R-5 
zones), or if a Residential zone lies within the 500 radius of the subject property, 
then do not approve the application or provide the customer with an invoice.  

 
 



Instead refer the customer to the Division Chief of the Permitting Division for 
further review. 

 
5. If the property is not in a Residential zone and there are no Residential zones 

that fall within the 500 foot radius of the subject property, now check to see if any 
properties with sleeping quarters (i.e. single family dwellings, hotels, 
dormitories, apartment & condominium buildings, etc.) exist within the 500 
foot radius though Google Maps.  
 

6. From the Google Maps homepage (maps.google.com) input the subject property 
address and search. 

 

 
 

7. On the resulting page, zoom in using the tool on the upper left hand side of the 
screen so that the scale is adjusted to 500 feet. 

 

 
 



 
 
 

 
8. Examine the surrounding businesses to determine if there are any buildings with 

sleeping quarters within a 500 foot radius of the subject property. 
 

 
 



 
 

9. Once the radius has been established, zoom in to the area within the radius to 
get a more detailed view of the buildings within the area. If there are buildings 
with sleeping quarters within the 500 foot radius then do not approve the 
application or provide the customer with an invoice. Instead refer the customer to 
the Division Chief of the Permitting Division for further review. In this example, 
there is an apartment building within the 500 feet radius, so the Afterhours permit 
should not be approved. 

 
 



 
 

10. If you have determined that there are no buildings with sleeping quarters within 
the 500 foot radius, then provide the applicant with an invoice, direct them to pay 
at the cashier. 

 
11. When the customer returns from the cashier, apply the payment in Accela, 

highlight “Management Review” in the workflow, generate a cover sheet, and 
direct the customer to either the Permit Center Manager or the Permit Center 
Program Analyst for further review. 
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7.1.2  - Intake 
 

1. Once you have determined that the customer’s application is complete, from the 
Accela home screen, click the “Search” icon button. 
 

 
 

2. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 

 
 

3. Click the “Summary” icon button. 
 

 
 



 
 

4. Accela will open a new “Edit Record by Single” window.  
 

 
 

5. Scroll down to the “General Information” section. Select “WT” from the “Job 
Classification” drop down menu. 

 

 
 



 
 

6. Scroll down to the “Fee Calculations” section and, if the job is classified as an 
Alteration and Repair, ensure that the number “1” is entered in the “Alteration and 
repair cost” field. 

 

 
 

7. Ensure that the number “1” is entered in the “Total valuation cost” field. 
 

ENSURE “1” IS 
ENTERED HERE 

 
 



 
 

8. Review the application to ensure consistency between the underlying permit and 
the scope of work on the After Hours permit. 

 
9. Once review of all material is conducted, scroll down to the bottom of the window 

and click the “Submit” icon button. 
 

 
 

10. Accela will now return you to the home screen. Click the “Workflow” link located 
in the “My Navigation” menu. 

 

ENSURE “1” IS 
ENTERED HERE 

 
 



 
 

11. Click the “Permit Review Coordinator” link. 
 

 
 

12. Select “Application Accepted” from the “Status” drop down menu, and then click 
the “Submit” icon button. 

 

 
 



 
 

13. Click the “Active” box to unselect all of the review disciplines. 
 

 
 

14. With all disciplines now clear, select only “PRC Review” if you are able to 
determine if the project meets the criteria to issue without management approval 
(not in a residential zone, not within 500 feet of a property with sleeping 
quarters). If the application does not meet these criteria, then select 
“Management Review.”  

 

 
 



 
 
 

15. Click the “Permitting” link located in the “Reports” menu. 
 

 
 

16. With the “Permitting” menu now expanded, click the “Cover Sheet” link. 
 

 
 



 
 

17. Accela will now generate a cover sheet for the project. 
 

 
 

18. Left click on the newly generated permit window, and select “Print” from the 
menu. 

 

 
 



 
 

19. Click the “Print” button to print a copy of the cover sheet. 
 

 
 



 
 

20.  If the permit does not meet the criteria, direct the applicant to secure the 
approval of a manager. If the project meets the criteria, then you will now 
approve the application in Accela. 

 
21. From the Accela home screen, click the “Workflow” link located in the “My 

Navigation” menu. 
 

 
 



 
 

22. Click the “PRC Review” link. 
 

 
 

23. Select “PRC Review Approved” from the “Status” drop down menu and then click 
“Submit” 

 

 
 



 
 

24. The permit is now approved and you may now transfer the customer to Issuance. 
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7.1.3 - Issuance 
 

1. Examine the application. Ensure that all required signatures are on the cover 
sheet. If the customer does not have all of the necessary signatures, direct the 
customer to secure the necessary signatures. 
 

2. Once the plans and application have been verified, from the Accela homepage, 
click the “Search” icon button. 
 

 
 

3. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 

 
 

 
 



4. Click the “Workflow” link located in the “My Navigation” menu. 
 

 
 

5. Ensure that “Issue Permit” is highlighted. If there are outstanding reviews, and 
“Issue Permit” is not highlighted, direct the customer to secure the required 
approvals. 

 

 
 

6. After confirming that all reviews have been entered in the system, open the 
application to verify that the fees have been specified by either the Fire or 

 
 



Structural divisions or one of the Division supervisors. If the fees are not 
specified, direct the customer to have the fees indicated on the application. 

 
7. After the fees have been verified, click the “Manage Fees” link located in the “My 

Navigation” menu. 
 

 
 

8. Examine the fees that are populated in the system. If the fees in the system do 
not match the fees in the application, remove all fees and enter the correct fees 
as specified in the application. All AFTER HOURS PERMITS ARE $36.30 ($33 
Permit Fee + $3.30 Enhancement Fee). If the fees in the system match with the 
fees specified in the application, click the box directly under the “Fee Calc. 
Factor” header to select all fee records, and then click the “Invoice” icon button. 

 

 
 

9. Accela has now generated a new invoice number. 

 
 



 

 
 

10. Click the “Permitting” link located in the “Reports” menu 
 

 
 

11. Once the “Permitting” menu has expanded, click the “Invoice” link. 
 

 
 



 
 

12. Clicking the “Invoice” link will open a new window. In the new window, enter the 
invoice number generated earlier in the “Invoice Number” field and click the 
“Submit” icon.  

 

 
 

13. After clicking the “Submit” icon, Accela will generate a PDF of the invoice in a 
new window. Click the printer icon located at the top left-hand corner of the 
window. 

 

 
 



 
 

14. A Print Dialogue box will now open. Change the number of copies to “2” by either 
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field and then click on the “OK” button. 

 

 
 



 
 

15. Two copies of the invoice will now print. Provide both copies to the customer and 
direct them towards the Cashier. If the applicant is going to pay the invoice 
immediately, keep the application package at your desk. If the applicant is not 
going to pay the invoices immediately, return the application and all supporting 
documents to the applicant. 

 
16. When the customer returns, confirm that the permit has been paid by examining 

the invoice. The invoice should now have blue printing at the top right-hand 
corner of the invoice. 
 

 
 



 
 

17. Upon confirming that the invoice has been paid, retain the copy of the invoice. 
The customer will also have either two or three small receipts from the Cashier – 
retain one of the small receipts. 

 
 

 
 



 
 

18. Once you have confirmed that the invoice has been paid, from the Accela home 
screen, click the “Search” icon button. 

 
 

 
 

19. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 

 
 



 
 

20. On the following screen, locate the “Pay Fees” link under the “My Navigation” 
menu located on the left hand side of the Accela home screen and click the “Pay 
Fees” link. 

 

 
 

21. On the “Pay Fees” page, click on the “Pay” icon located at the top left hand 
corner of the “Payment” section. 

 

 
 



 
 

22. Examine the invoice or the receipt and discern what method of payment the 
customer used. Select this method of payment from the “Method” drop down 
menu. Now, examine the invoice or the receipt, locate the receipt number, and 
enter this number in the “Receipt #” field. Once this information is entered, click 
the “Save” icon button. 

 

 
 

23. On the “Apply Fees” page, click on the box directly below the heading “Amount 
Not Applied” in order to select all of the outstanding fee entries. Next, click on the 
“Full Pay” icon in order to apply full payment for the outstanding entries. Finally, 
click on the “Submit” icon in order to complete the application of fees. 

 

 
 



 
 

24. The fees have now been applied and you may begin the finalization of the 
Issuance process. Click the “Workflow” link located on the “My Navigation” menu. 

 

 
 

25. On the “Workflow” screen, click on the “Issue Permit” link, highlighted in red. 
 

 
 



 
 

26. On the following page, select “Permit Issued” from the “Status” drop down menu, 
and then click the “Submit” icon. 

 

 
 

27. The permit is now in “Issued” status and can be printed. Click the “Permitting” link 
located in the “Reports” menu on the left side of the Accela home screen. 

 
 
 

 
 



 
 

28. Clicking on the “Permitting” link will expand the menu. Once expanded, click the 
on the “Building Permit” link. 

 

 
 

29. Accela will now generate a PDF of the After Hours permit. 
 

 
 



 
 

30. Review the generated permit with the customer on the computer screen to 
ensure that all information has been captured correctly. 

 
31. After reviewing the permit with the customer, click the printer icon located at the 

top left-hand corner of the window. 
 

 
 
 

 
 



32. A Print Dialogue box will now open. Change the number of copies to “2” by either 
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field once. Place one piece of DCRA permit paper, right-side 
up, on printer’s manual load tray. When done, click the “OK” button. 

 

 
 

33. Two copies of the permit will now print - one copy on DCRA permit paper, and 
one copy on regular paper. 

 
34. Sign both permits and provide the permit printed on DCRA permit paper and one 

of the permits printed on regular paper to the customer. 
 

35. Retain the remaining permit printed on copy paper, remove all staples from the 
remaining documents, and bundle the permit application documents together, 
signed permit on top. The application package should include the following 
documents: 
 

 
 



Signed permit printed on copy paper (on top) 
• Application 
• Invoice 
• Receipt 
• Base building permit (if provided) 

 
36. Provide the customer with the copy of the permit printed on permit paper  

 
37. Below is a sample copy of an issued After Hours Permit. 
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